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ASSET MANAGEMENT 101
MODULE 3

Asset Disposition
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ASSET DISPOSITION
The State normally disposes of assets via a 

retirement to M&R.  Prior to completing the 
retirement process in AASIS, M&R must be 
contacted using the Surplus Disposition Form 
(SDF) process.  The SDF is a DF&A M&R 
process and the following slides are from their 
web site.  Prior to completing the SDF you must 
notify M&R to request a user id and password.  
Any questions regarding the SDF processes must 
be directed to M&R.
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The Surplus Disposal Form (SDF) is completed by the agency 
asset management specialist to turn in excess and/or obsolete 
assets to M&R for disposal.  The SDF is the first step required 
to delete assets from the Agency asset inventory.

The web-based form allows an agency to create a list of items to 
be disposed of per Marketing and Redistribution (M&R) 
instructions.  Using this form, an agency may request one of the
following actions:  delivery, pick-up or request for on-site sale.  
Upon completion, this form automatically notifies M&R of the 
agency’s request.

Before completion of this form each agency person must have prior 
authorization through M&R.  The SDF web site is a user id and 
password protected site.  M&R will assign user id and password 
upon an agency’s request. The web address for the Surplus 
Disposal Form (SDF) is http://ark.org/eforms/index.php.

SURPLUS DISPOSAL
FORM - SDF
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Enter Username and Password
provided by M&R.  Click.
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Click on the “mouse” icon.

Click on the Acrobat 
Icon
to print a paper copy.
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Follow instructions to complete
screen.  

Cost Center is required,
additional cost objects are
optional.

NOTE:  A separate SDF must be completed for 
each cost center.
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When information 
is
entered – click.
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Follow instructions to complete
screen.  

After completion click Add and continue to
add assets in the same cost center. 
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Entries will be posted at the bottom of
the screen until all assets are added.
After ALL entries have been made 
click.
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 Verify that all entries made are 

correct.  Click to continue.
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The SDF has been submitted
to M&R.
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M&R and the submitting agency will receive the same email.
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The SDF that has been submitted to M&R will be attached.

NOTE: M&R will contact the submitting agency with a date and 
time
for pickup or delivery.
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The SDF will be completed by M&R when the assets 
have
been received.  The SDF will then be submitted to AASIS
to have the items entered into M&R’s inventory.
Upon receipt of the SDF, AASIS will send an email to the 
submitting agency with the completed SDF attached. 
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Upon receipt of the completed SDF, the Agency 
Asset Management Specialist completes 
Transaction ABAVN – Asset Retirement by 
Scrapping to delete the asset from the agency’s 
asset inventory.  Transaction AS02 – Change Asset 
Master Record must also be completed to change 
the status of the asset to Transferred to M&R.
NOTE:  It is recommended that an electronic or 
hard copy of  the SDF form be maintained by the 
Agency Asset Management Specialist for audit 
purposes.
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ASSET RETIREMENT by SCRAPPING  
ABAVN

This transaction is used to retire an asset that is no 
longer useable; damaged/scrapped, missing/stolen 
and/or sold.  Use of this transaction will remove 
asset(s) from the Agency asset inventory.  One or 
multiple assets may be retired using this 
transaction.
This transaction is also used to reduce the value of 
an asset. 
Upon completion of this transaction, the Status in 
the asset master record is changed to indicate the 
retirement, using transaction AS02.
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ASSET RETIREMENT BY SCRAPPING 
ABAVN cont.

NOTE:  Missing or stolen assets are retired 
at DFA/Office of Accounting by the State Asset 
Management Specialist.  The Agency Asset 
Management Specialist changes the Status in 
the asset master record (AS02) and forwards the 
proper forms to the State Asset Management 
Specialist to process the retirement of lost or 
stolen assets.

All other retirements are performed by the 
Agency Asset Management Specialist.
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Type transaction code, enter
or green check.
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If you receive this pop-
up Enter Company Code
ARK and green check or
enter.
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Enter the document date, Asset val.
date (date of retirement) and SDF
number in the Text field.
Enter.

Enter the Asset number to 
be retired.



AM101, 03-01-04 3-21

AM101 - Asset Management 101

AASIS Support Center, Patricia Orr
03/01/2004

An ASC Training Guide

3-21

Save

Transaction is posted.
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If processing more than
one asset retirement,
select.
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2. Enter asset numbers to be
retired.  Hit enter.

1. Enter the Document
date, Asset val. date
(this is date of retirement)
and SDF form number
in Text. field.

3. Save

REMEMBER:  It is recommended that the SDF 
number be entered in the Text field.  Therefore, 
if you are retiring multiple assets they must all be 
listed on the SDF.
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Click to exit transaction.

Transaction is posted.

REMEMBER:  Upon completion of the 
retirement transaction you must change the 
Status of the retired asset(s) in the asset master 
record using transaction AS02.
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ASSET RETIREMENT by SCRAPPING 
ABAVN

This transaction is also used to reduce the 
value of an asset.
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Type transaction code, enter or green check.
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Enter the asset number that you
want to reduce the value of.

Enter the document date and the 
Asset val. date.  Select the Partial
retirement tab.
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Save

Enter the dollar amount that you want
the posted value reduced by.  For
example, the posted value is 
$3,000.00.  The correct value should
be $2,700.00.  Enter $300.00 in the
Amount posted field.

NOTE:  Select “prior-yr acquis” or “from cur yr 
acq” as appropriate.
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The transaction is posted.


